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To navigate through this Tutorial use your mouse,
or Page Up or Down Key



Once you have placed one or more 
items in your cart and you are ready to 
check out, click “Cart Summary



This is a view of your current cart. You 
can choose to “Save”, “Clear”, “Send To”, 
“Reports”, Edit Memos”, or “Checkout” by 
clicking on appropriate button

Click here to “Save”
your cart with a specific 
name you choose

You can click on 
“Clear” to clear 
your current cart.



You can name your order 
for easy reference when 
checking on orders later

Be sure to click on save 
when naming your cart



You see that the cart 
now shows the name 
you have given it.

You see that the cart 
now shows the name 
you have given it.



The Send To function allows you 
to send your cart to another 
person to order your items if you 
are a shopper, send to an another 
person for review or approval, or 
send a copy of your cart for 
information purposes.



These are your 
Send To options:

If you know the 
DOD EMALL user 
ID, you can enter it 
here.

If you don’t know 
the user ID, you 
can browse here to 
find it.

Or you can send a 
snap shot of your 
shopping cart via 
email.



The choice was to use the Lookup User option. 
Enter the information you know, user by 
Account ID, First Name, Email, or Last Name. 
Then click on Find.  This person may have 
more than one account.  Choose the one you 
want to send your cart to.



Click here to add or 
edit a memo to 
your cart.



Type your memo here 
if you want it to apply 
to the whole cart.

Typing your memo here will 
apply at the line item level only.

Your comments 
do not go with 
your order to the 
supplier, but they 
will be in your 
confirmation 
email.



Your memo 
appears here.



Click here to 
generate a report 
on your cart



This allows you to print a copy 
of your cart for your files or 
hard copy to submit for 
approval purposes.



When you are ready to 
checkout, click on the 
“Checkout” button.

Click Here 



The rule engine will analyze your 
cart to ensure it meets any catalog 
rules or service specific rules.



Your ship-to address 
should match the 
shopping properties 
you used to create 
your cart.



If you have entered your 
“Express Settings”
information in your account, 
your address and payment 
information will be pre-filled.   
Or by checking the “Save to 
express settings” box, the 
information you fill out will be 
entered into your Express 
Checkout Settings.

When paying by 
GPC, you have 
two “ship-to”
choices.  You 
can ship to an 
In-the-clear 
address, or

to a DODAAC/UIC.
Click on Next



Fill in this area 
for payment by a 
Credit Card.

This area is for your Billing 
Address (the address where 
your monthly statement is 
sent).  If your billing address 
is the same as your shipping 
address, you can check this 
box.

If you have 
registered to use 
MILSTRIP as a 
form of payment, 
and the items in 
your cart can be 
paid by either 
method, you will 
be given both 
choices…

Click on Next



This field is mandatory for 
NAVFAC users, and these 
comments will be sent to the 
supplier.  For everyone else 
they will only be seen in your 
confirmation email.

You will find out more on 
how to create your email 
address book in the 
“Account Options” tutorial.



In your Email list, you can 
select the people you would 
like to have notified that you 
have placed an order.

Click on Save



The selected email addresses 
will appear here.



Once you have 
completed entering your  
checkout information, 
click on “Place Order”

If you need to, you can 
save this order, and 
come back later.  It will 
expire in five days if 
not placed.

These options 
are also at the 
top of the page

This is the line 
item from your 
Shopping Cart



The Rule Engine will once 
again verify your cart to 
ensure it has met the 
catalog and service rules.



Congratulations!  
You have completed 
a DOD EMALL order.  
This is the 
confirmation page 
that you will see.



If during registration process 
you chose to receive 
notifications from DOD EMALL , 
you will receive an order 
confirmation e-mail message. 

It will contain all the 
details of your order 
by line item.

One day after placing an 
order, a Material Receipt 
Acknowledgment (MRA) will 
be available for you to input 
receipt status



You have completed the Check Out 
Options Tutorial.  You are now 

ready to login and begin your V6.1 
DOD EMALL shopping experience.



Thanks for taking 
our Tour 

And
unlocking the

POWER of V6.1!

Thanks for taking 
our Tour 

And
unlocking the

POWER of V6.1!

Please view other EMALL On-Line Tutorials:
Registration

Account Options
Searching Catalog and Results

Your Shopping Cart
Checkout Options

EMALL Orders
DLA Orders

Stockout Reports
Power Shopping

On Demand Manufacturing (ODM)
Collaborative Task Order (CTO)

Electronic Task Order (ETO)
Material Receipt Acknowledgment (MRA)

If you need assistance 
please call

EMALL Help Desk
DOD EMALL Customer 

Service Only: 
1-877-DLA-CALL
1-877-352-2255 
OCONUS Users 
1-269-961-7766
DSN 661-7766 

Email
dod-emallsupport@dlis.dla.mil

mailto:dod-emallsupport@dlis.dla.mil

